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POLICY

Past policy allowed organizations within DHFS to send receipts directly
to the State Treasury in order to process revenues into the general fund
as quickly as possible for improved cash management.  The deposit
information was keyed into both FMS (via a DMS-141) and WiSMART (via an
ST-1).  The ST-1 was keyed into the RODE system by DOA, and then
translated and interfaced into WiSMART.  DOA has eliminated the RODE
system, therefore, the deposit voucher information will be keyed
directly into WiSMART.  In order to accomplish this, all deposits are to
be forwarded to the Bureau of Fiscal Services, not the State Treasurer's
Office effective for all deposits initiated on or after October 14,
1996.

PROCEDURES

A sample set of forms for deposits is attached.

1. Preparation of Deposit Voucher DMS-141. (See Attachment 1)  Each
organization will prepare a Form DMS-141 with one line of coding.

 
• A separate DMS-141 needs to be prepared for cash deposits vs

checks being deposited because of restrictions in WiSMART.
 

• Appropriation will always be 975.

• Account class will always be 499990.
 
• Center will be the appropriate Sublevel 1 and Sublevel 2 for the

organization, project 000, R/A 001.  For example, Mendota Mental
Health Institution has a Sublevel 1 of 21 and Sublevel 2 of 01.
Therefore, the center code would be 2101000001.

The organization preparing the DMS-141 will be required to prepare
deposit tickets as shown in the attached communications from the State
Treasurer.  (See Attachment 2)  Endorsement is limited to 1½ inches on
the trailing edge of the reverse side of the check.
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• Assign and enter a deposit voucher number.

• The signature and phone number of person preparing the DMS-141 is
required as well as the Division/Institution Approval.

• The journal voucher number prepared to clear the entry to
Appropriation 975 should be written in the Comments/Notation
Section and in Description 1 of the Deposit Voucher.

2. Preparation of Journal Voucher DMS-122

• Each organization will prepare a Form DMS-122 as shown (See
Attachment 3) to allocate the amount previously charged to
Appropriation 975 on the Deposit Voucher to those codes that
actually reflect the transaction.

• The deposit voucher number that is being cleared should be
referenced in the Comments/Notations Section of the journal
voucher clearing the Appropriation 975 entry.  The deposit voucher
number must also be entered in the Description 1 field of the line
debiting Appropriation 975.

3. The Deposit Voucher, deposit ticket(s), funds to be deposited, the
journal voucher, and all supporting documentation required by the
respective BFS Lead Accountant should be submitted together to the
BFS CASHIER in the Bureau of Fiscal Services.  These documents are to
be mailed or hand carried to the Bureau of Fiscal Services.  These
are not to be sent through inter-departmental mail.  In no situations
are deposits to be left on a vacant desk.  If the BFS CASHIER is not
available to accept the deposit, contact the appropriate BFS Lead
Accountant or their Assistant.  The deposit shall be secured in BFS
at all times.

4. Bureau of Fiscal Services actions upon receipt:

• The Deposit amount will be verified to the deposit voucher by the
BFS Cashier.

• The BFS Cashier will key a CR transaction directly into WiSMART
and apply the first level approval.

• The BFS Cashier will attach a screen print of the approved CR
transaction to the DMS-144 and forward the deposit voucher,
journal voucher, and any supporting documentation to the
appropriate BFS Lead Accountant.

• The BFS Cashier will attach a screen print of the approved CR
transaction to the funds to be deposited and deposit ticket, and
forward to the State Treasurer's Office in the next courier
delivery.



CASH 2.0
Page 3 of 11

• The Lead Accountant will review the WiSMART CR transaction on the
suspense file to verify that the document has had the final
approval applied by the State Treasurer’s Office.  The lead
accountant will then submit the deposit voucher and journal
voucher to the BFS Processing Section for keying into FMS.

5. If, as in the case of lockbox deposits, the State Treasury initiates
the deposit by keying the transaction into WiSMART directly, the
appropriate BFS Lead Account or their Assistant will prepare the
DMS-141, attach a screen print of the WiSMART transaction, and
forward the DMS-141 directly to the BFS Processing Section for keying
into FMS.

6. There is no change from current procedures for payroll deposits.

ATTACHMENTS

1 Deposit Voucher (DMS-141) Example
2 Office of State Treasurer, Instructions for Departmental Deposits
3 Journal Voucher (DMS-122) Example

REFERENCES

Wisconsin Statutes s. 20.906
CASH AND CHECK HANDLING 1.0 ( Handling of Cash Receipts)

CONTACT PERSON

Your Lead Accountant in the Bureau of Fiscal Services.


















